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Introduction 
This document is about the tool Hand in- folders in Fronter 82. The examples are an 
attempt to illustrate well-known problems connected to teaching.  
 
Fronter is continually developing and improving. There may therefore be some 
discrepancies between documentation and application. This guide was written to 
Fronter 82. 
 
Our experience has shown that Hand in-folder is a useful and popular tool. We have 
also tried out exams attached to submissions, in customised rooms in Fronter, 
something that will be mentioned in more detail towards the end of this guide. 
 
We hope you find this guide useful. 
 
Lillehammer, August 2008  
Steinar Hov/Ingun Vaglid 
 

 

The process 
Students doing Chemistry studies have been given some homework. These 
exercises are to be submitted within a specified time limit. In these situations the 
hand in -folder might be just the thing: students get a reminder about the deadline, 
the teacher get a good display of the work handed in, the answers can be 
commented on, passed, and be given a mark (depending of what is suitable in each 
case), and the portfolio gives an overall display of the submissions.  
 
This is the process: 
 

• Creating the actual Hand in folder with time-limit (teacher) 
• Uploading the assignment text (teacher) 
• Reading the assignment text (students) 
• Hand in/ uploading the work (students) 
• Comments, verification and marking (teacher) 
• Going through the comments (students) 
• View/ control of the portfolio (students/teacher) 
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Setting up 
For the students to be able to hand in/upload their work, they must have write rights 
in the room. Here, the whole group MUC Students BoC 2005-2006 is added: 
 

 
 
Now then, where should we place the tool Hand in? 
 

 

To begin with, most teachers created their Hand in- folders in 
the tool Archive. Our experience is, however, that it became 
difficult for the students to find it, and some of them would 
hand in their work outside the actual folder.  
 
It works better if the hand in folders is added as a separate 
tool button in the left margin. When the students want to 
submit some work, they know instinctively where to go, and at 
the same time it is not possible to upload work outside of the 
hand in folder. In the ”ordinary” archive this is possible as you 
know. 
 

 
 
Enter title, date control and contents. 
To create a hand in- folder you need to enter the name of the folder, select ”opening 
hours” (date intervals) and decide on its contents. A click on Folder gives us the 
option to create a new folder: 
 



 
   

 
 
 

 

 

 
 
 

4 

 
 
Here we enter a descriptive title as well as the opening hours. Notification means that 
if a student has this option on his/her start page in Fronter ”Today”,  the count-down 
to the point in time when it is no longer possible to make any alterations, will be 
displayed: 
 

 
 
It is also possible to limit what a student is able to create in this folder by selecting 
Customise content:  
 

 
 
About Customise content 
Here you see we have 4 options for hand-in: 
 

• Files:  The students can upload one or more files. 
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• Links: The students can paste a link from a webpage. 
• Fronterdocument: The students can create a Fronterdocument and it can be 

edited as long as the folder is open (active). 
• Record a sound file: The students can record a soundfile in the folder using 

the Fronter sound recorder. 
 
The selections you choose will show up in the folder in the upper right corner: 
 

 
 
If a student selects Create the options Fronterdocument and Record a sound file 
show up: 
 

 
 
When you are finished, the reminder on the Today page will appear like this: 
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Customise access 
In some cases, only a selected group of students/pupils need to have access to a 
particular hand-in folder. You do this, for instance, by selecting them from the 
participant list.  
 
First open the Customise access option, then choose Select from participant list. 
 
 

 
 
As you can see, you can now put a tick against those who need to have access. An 
example of where this might be useful is if the vast majority of students have a 
particular deadline for an assignment, while a few have an extended delivery 
deadline. In this instance, you create two hand-in folders where students/pupils only 
have access to one of them. This will prevent you from having a list of students with 
the status Not delivered in the relevant folders. 
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Anonymous/hidden hand-ins 
IMPORTANT: 
At this stage this feature is being tested. Thus we have to ajust some additional 
settings to ensure that the students’ names become hidden to the teachers. 
 
In some situations, it may be desirable for assignments to be handed in 
anonymously, for instance, as part of an exam. This option is available under 
Limit/adjust access rights 
 

 
 
IMPORTANT! 
The name of the student/pupil will be hidden in the assignment handed in to those 
who have delete rights in the room. If a teacher has owner rights the names will be 
shown. This also applies if a teacher with delete rights creates a hand-in folder like 
this. In this instance, the relevant teacher has the chance to change this feature back 
to "standard" for the hand-in folder, so that the names will be visible again. 
 
In an exam situation, it would be appropriate for the access rights in the room to be 
downgraded from owner to delete and for the actual folder to be created by someone 
other than the examiner. 
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A teacher who has delete rights only will not be able to modify the setting to hide a 
student’s name if the folder has been created by someone else. 
 

 
 
After the hand-in folder has been created, it will appear as shown below: 
 

 
 
When a student/pupil has uploaded a task, the result will be shown as follows: 
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The examiner will see the following screen after someone has handed in an 
assignment: 
 

 
 
The room owner can later remove the tick marks to show the names: 
 

 
 
The students’ names will then be displayed again: 
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Uploading the assignment text (task) 
The text of the task (one or more files) can be put in the hand in- folder by the 
teacher: 
 

 

You just have to browse through to where it is saved: 
 

 
 
Handing in work 
When the time is right, and the folder is active, the students will have access to 
reading the task text by clicking on it, as well as handing in their work: 
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Individual submission: 
The students must find the file which is to be handed in: 
 

 
 
As you can see the default is Individually 
If several files are to be handed in, the process has to be repeated for each file.  
 
Note 

mkindividual 
The simplest way is for the student to upload files one by one (usually there will not 
be that many), but it is possible to upload all of them at the same time by selecting 
Multiple files. Some of you may think that this is a bit unfamiliar because of the user 
interface so you may prefer the first method. 

 
Group hand-ins 
In many cases the students work together on one or more assignments. There is 
nothing to stop them from handing in their work collectively in Fronter: one of them 
will do the actual hand-in, at the same time as placing a tick for each of the group 
members. This will appear in the teacher’s display (group hand-in), and it is sufficient 
to comment on the collective work. Each student will then see “his/her” work with the 
teacher’s comments.  
 
The process is exactly the same as described in the previous example – only the 
option Customise owners has been added. 
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Here the person who does the actual handing in, places a tick for the other members 
of the group.  
 
After submitting (Save,) Ben gets this information – note that it has been ticked for 
Details in order to see the names of the others in the group: 
 

 
 
The teacher will get the details of the submission for the group like this: 
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When commenting on the work, you use exactly the same process as in the example 
before; the only difference being that comments, marks etc automatically will come to 
all the group members. The portfolio is also fully updated with these details so that 
the same information will be displayed to each of the group members. 
 
Hand in on behalf of 
This option deals with situations where the teacher can hand in on behalf of a 
student. This function is quite useful in many ways, e.g. if the student has not 
managed the submission process, sent work via e-mail, made an oral presentation or 
completed a practical task. The teacher will thus have an overview of the tasks that 
have been completed as well as having the opportunity to mark these.  
 
First you have to place a tick for the student in question (or several if this is a group 
submission) and then click on Hand in on behalf of, which can be found at the very 
bottom: 
 
 

 
 
As a teacher you now have two options on how to hand in on behalf of the students: 
 
1) Upload one or multiple files to Hand in:   
This is the normal process: 
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Here you choose whether to upload one or more files. As you will see, the names are 
already filled in and this will be a Group hand-in. 
 
2) Enter a title and/or a description, which will lead to a Fronter 
document automatically being created  
Sometimes it is not practical to hand in a file in Fronter: It could be a practical 
assignment, a dance, a multi-media presentation etc. The submission is therefore a 
virtual document that is automatically created if you enter a title and description:  
 

 
 
And this is how it will be displayed: 
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By clicking on this file you will see that it is a FronterDocument: 
 

 
 
Comments, verification and marking takes place as for other submissions. 
 
As long as a hand-in-folder is active (open) a student will be able to delete his/her 
own work, and hand in work. When the hand in- folder has become inactive, the 
buttons will disappear from beneath the files (Delete and Move), and only Read 
comments will be available. 
 
Not Handed in 
It is very apparent in a hand in folder who has not handed in their work, but there is a 
situation where this has to be followed up in a bit more detail: If a handing in is 
attached to Learning goal and is part of the portfolio method, you as a teacher will not 
have a display of missing submissions in the Portfolio tool, because here only the 
assignments that have been handed in are displayed.  
 
It may therefore be prudent to do a hand in on behalf of these students by using 
Hand in on behalf of and enter a title so an empty document is created (possibly with 
some comments): 



 
   

 
 
 

 

 

 
 
 

16 

 

 
 
You can then note that no work was handed in by this student, so it clearly appears 
in the portfolio. 
 
Handed in outside of the Hand in folder 
It does happen that some students hand in work outside of the actual hand in- folder. 
This tends to happen if the folder is in the Archive-tool so it is possible to upload a file 
without opening the hand in- folder. Alternatively this could also happen if the student 
uses the Copy function. 
 
You must first make sure that the folder is open (active). Then, as a teacher you will 
be able to drag and drop the work directly to the hand in- folder, and the submission 
will be attached to the student’s name as if it had been handed in ”normally”. If this is 
a group hand-in you will have to select Edit properties in front of the document 
handed in and tick for this.  
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Comments, verification and marking  
The teacher will at all times be able to have full overview of the hand-ins: 
 

 
 
Here you will see that a group hand-in has happened, as well as six individual 
submissions, but several students have not yet handed in. 
 
When you are evaluating the assignments that have been handed in, you must select 
the quick menu from the little symbol in front of the filename: 
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You are now ready to evaluate/ comment. 
 
The symbols to the right are: 
 

 
Approved 

 
In progress 

 
Not approved 

  Not delivered 

 
Not evaluated 

 
 
Commenting directly in the text  
If the text is not too voluminous it can be handy to give comments directly in the text:  
 

 
 
You just click on the work as shown in the figure above, write your comments and 
save before you go back out. Here the function “Open – Edit – Save will be used 
automatically (if you use Internet Explorer), so you get directly into a copy of the file 
that has been handed in, and can write your comments there. The actual source 
programme (Word, Excel, etc) starts automatically so you can write where it is 
appropriate in the text. For the students to be able to find your comments easily, you 
ought to use frames, colours, highlights etc to keep your comments apart from the 
actual submitted work.  
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When you save the file it will happen locally on your PC, but as you close the source 
programme/ document, this copy will be transferred to Fronter. You will get the 
following confirmation if this was successful: 
 

 

 

After commenting in the document you will get two links that were not there before; 
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One of these is the commented on file that can be opened or downloaded, whilst the 
other one reverts the commented on file to the original: 
 

 
 
With this option there is no going back! 
 
Uploading your comments  
Some people prefer to make comments outside of the submitted file. This can be 
practical if the document is quite large and maybe is read as a paper version rather 
than electronically.  
 
The comments are then written in Word, for example, and are uploaded as a normal 
file: 
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This option gets you to this picture: 
 

 
 
As you can see you can choose the position of the comment file: Either from the PC 
or from the Archive, and when it is uploaded we can find it here: 
 

 
 
Here you will see that your comment will get the file name it was given when it was 
created. If you want to delete this comment file you click on Recreate version without 
comments. 
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Write comments in the comment field 
You can in addition write comments in the separate field where you will also be given 
the option to decide on a mark, as well as verifying the completed work: 
 

 
 
Depending on whether you choose Approved/ Not approved, In progress, Not 
delivered or Not evaluated you will get the following symbols in the display: 
 

 
 
If you tick for Details on the top you will get a detailed display: 
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Recording no hand in has taken place 
As mentioned earlier it can be useful to make a submission for a student who has not 
handed in any work and then record this on the comment page: 
 

 
 
This will then appear in the Final assessment portfolio. Details of this can be found in 
the theme document about portfolio. 
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Read comments 
Each student will only be able to see his/her own completed work. In the illustration 
below we will see how Ben views the comments.  
 

 
 
The student can also read the comment as well as looking at the mark by selecting 
the assignment (place a tick in front of the name), then click on Read comments: 
 

 
 
If something is written in the comments field, it will look like this: 
 

 

The student will be able to click on the commented document (if you have made 
comments directly in it): 
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If you have uploaded a comment document it is displayed like this: 

 

 
 

View/control of portfolio 
For the teacher, Portfolio will be the tool that at any time displays a view of the 
submissions together with comments and evaluations: 
 

 
 
Here you must select whom you want statistics on:  
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Note that you can filter out information for a specific time interval. 
 
For every assignment each student Hand ins, a new line is created in Portfolio. This 
tool is very efficient in order to keep a record of submissions throughout the 
academic year:                                                                        
 

 
 
Note also that you can turn the display of details on/off, on the top right hand side: 
 

 
 
Then it will look like this: 
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Exams and Hand in- folders 
At Lillehammer University College (HiL) we arrange home exams in several courses 
by using the Hand in- folder in a customised exam room in Fronter. The students are 
familiar with this work method throughout the term, as we use this tool in most of our 
subjects. 
 
The planning consists of, amongst other things, creating new users with their 
candidate number as username in Fronter. An Excel file is manipulated and imported 
in a separate org.unit created for this purpose – a job for the administrator. This is 
how it lookes like: 
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Then a separate room is created in Fronter where these participants are enrolled with 
writing rights. It is given a customised design:  
 

 

 
To make navigation as easy as possible we also use the setting Design: 
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First we select the group and then apply the setting Design where we choose the 
exams room where the students are enrolled. Selecting Default (radiobutton) for the 
room is the smart move: When the student logs on he or she will automatically enter 
this room upon login: 
 

 
 
Note the personal toolbar: a user template is applied to all students to ensure they 
have this very simple toolbar.   
 
For a “regular” teacher some of what is mentioned here is outside his/her scope 
without the help of an administrator – it is about having rights as well as some 
underpinning knowledge of Fronter. However, the purpose has been to give you 
some ideas of the possible uses of Hand in –folders! 
 
Plagiarism Control with Ephorus (requires additional licence) 
In this part of the booklet we look at how plagiarism controls can be carried out by 
using Ephorus (additional product) together with hand-in folders. 
 
We assume the Administrator has registered the relevant e-mail addresses in 
Ephorus, and each individual teacher has activated his/her account. It follows the 
principle that the teacher can check work in a hand-in folder and then send it off to 
Ephorus. For this to happen, an (approved) e-mail address must have been entered. 
Any reply messages from Ephorus will be sent to this e-mail address. The 
fundamental registration details that have to be carried out by the Administrator are 
described in a separate booklet. 
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Registering the Ephorus Class Code 
An approved e-mail address must be registered as an Ephorus Class Code in the 
hand-in folder where you will carry out the plagiarism control. 
 

 
 
Note: The option Ephorus settings will only be displayed if this additional product has 
been activated in the Fronter Licence. 
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Submitting and receiving feedback on work 
You have to check the work that is to be submitted: 
 

 
 
The actual hand-in takes place as an option at the very bottom: 
 

 
 
Depending on the load of the service at Ephorus, the actual hits that indicate possible 
plagiarism will appear in a few hours as one or more e-mails to the address you 
entered under the Ephorus settings. In periods of low load the typical response time 
is 10 minutes. You will not get a message if there are no hits in the search at 
Ephorus. 
 
A possible reply may look like this: 
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The e-mails will contain attachments that you have to open and assess: 
 

 
 
Where Ephorus has found hits, both the sent text and the "original" text will be 
displayed side by side.  Whether this is plagiarism each individual teacher has to 
decide, and the use of this tool has to have an educational basis. 
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Version control 

Version Date Description Responsible 
51.1 15.03.05 Theme:  

Hand in folders, 
higher education 

Steinar Hov 

61.1 13.12.05 Added new functions 
and merge document 
for higher education 
and primary school 

Steinar Hov 

71.1 05.03.07 Plagiarism control Steinar Hov 
72.2 19.10.07 Updated images Steinar Hov 
81.1 01.12.07 New function Steinar Hov 
82.1 18.08.08 No changes Steinar Hov 

QA Revision 

Date Verified by Comments 
16.03.05 Ingun Vaglid Checked and corrected 
14.06.05 Ingun Vaglid Checked and corrected 
14.12.05 Ingun Vaglid Added new English text, 

checked and corrected. 
05.03.07 Ingun Vaglid Checked and corrected 
19.10.07 Eli Toftøy-Andersen Approved 
01.12.07 Georg Ranhoff Approved 
18.08.08 Ingun Vaglid Approved 
 


